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BW/BI Financial InfoCube

The BW/BI Financial InfoCube section provides an overview of the BW/BI Financial InfoCube, including
basic steps for running the BW/BI Financial reports and applying user-defined settings to the reports.

Topics covered in this section include:
» BW/BI Financial InfoCube Overview
BW/BI Financial Reports Overview

BW/BI Financial Report Variables

Defining BW/BI Financial Report Variables
User-Defined Settings for BW/BI Financial Reports

YV V V VY V

Using the Goto Command

The BW/BI Financial InfoCube section is intended for BW/BI Financial InfoCube
End Users and Power Users.

It is recommended BW/BI Financial End Users and Power Users read all BW/BI
Self-Paced Learning Materials prior to reading the BW/BI Financial InfoCube
section:

http://www.hr.wa.gov/payroll/HRMS/HRMSSupport/Pages/Businessintelligence.aspx
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BW/BI Financial InfoCube Overview

The BW/BI Financial InfoCube Overview section provides an overview of the BW/BI Financial InfoCube.

Topics covered in this section include:

> BW/BI Financial InfoCube Overview

Section 13: BW/BI Financial InfoCube 3



BW/BI Financial InfoCube Overview

The BW/BI Financial InfoCube is populated with data received from HRMS and AFRS. The BW/BI Financial
InfoCube includes:
> Employee and Position level Payroll/Financial data.
> Employee Cost Distribution by Master Index, Appropriation Index, Program Index, and
Organization Index data.

The diagram below displays the reporting elements included in the Financial InfoCube (AFRS Payroll
Account - ZPY_C51):

Infocube: AFRS Payroll Accounting Data (ZPY C51)

Appropriation Index Detail
Appropriation Index
Employee Unit i
Time AFRS Fund
D
AFRS LR ey Master Account
Calendar Day [In Pericd Fosifion ID [ S ik
Pay Date) AFRS_Appropriation Type el i,
AFRS Un# of =
Measurs AFRS_Appropriation Character
AFRS Master Index
AFRS_Project
AFRS_Sub Project
AFRS Time AFRS_Project Phass

Key Figures (Payroll Accounting Data)
=== AFRS_Msior Group

AFRS_Msior Source

AFRS_Fiscal Month Dollars Hours Staff Months
AFRS_Sub Source

AFRS_Fiscal Quarter

AFRS_Object

AFRS_Sub Object

Pay Period Start Date Program Index AFRS_Sub Sub Object

Organization Index Detail AFRS_County
Detail

Pay Period End Date

AFRS_CiyTown

For Pericd Pay Date

TR General Ledger AFRS Program Index
AFRS Org index B AFRS_Wark Class
AFRS_Function
AFRS_Division AFRS_Transacton Code AFRS_Budget Unit
AFRS_Program :
AFRS_Branch AFRS Reversal Indicator R ooy o
AFRS_Sub Program i
AFRS_Secton AFRS Current Decument REr MR EsehSe e
Numbsar AFRS_Activity
AFRS_Uni
AFRS Agency AFRS_Sub Adtivity

AFRS_Cost Center
AFRS Sub-Agency AFRS_Task
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BW/BI Financial InfoCube Overview

The following illustration shows the Extract, Transformation, and Load (ETL) process of data from HRMS to
AFRS where the data is exploded. The exploded data is then transmitted to HRMS BW/BI into the Financial
InfoCube.

Employee & Position
Master Data
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BW/BI Financial Reports Overview

The BW/BI Financial Reports Overview section provides an overview of the BW/BI Financial Reports.

Topics covered in this section include:

BW/BI Financial Reports Overview

»  Accessing BW/BI Financial Reports from the HRMS Portal
»  Selecting a BW/BI Financial Report
> Running a BW/BI Financial Report
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BW/BI Financial Reports Overview

BW/BI Financial reports are large and contain many rows and columns. These reports were designed to
provide users with flexible reporting options.

Users will have the ability to set User-Defined settings from the report results. User-Defined Settings
allow the user to add or remove Rows or Columns, set Filters, and Sort. These User-Defined Settings can
then be saved as a Bookmark in the user’s Favorites folder from their web browser. When the Bookmark
is run from the Web Browser, the report results will be displayed with all user-defined settings.

The three BW/BI Financial Reports included with the BW/BI Financial InfoCube are:

Report Name Report Description Category
Distribution of Payroll and Displays employer costs by employee and by AFRS Financials
Related Costs account distribution to the ‘sub sub object’ level

ZZPY_C51_Q180A as entered on the position or employee record.

Monthly Position Cost Report | Displays employer costs, FTE’s, overtime hours, Financials
ZZPY_C51_Q450A overtime amounts, and shift differential amounts

for each position and class title within the agency.

Who Charged Report - Displays employee data including what the Financials
Summary employee was paid, basic employee data, ‘sub sub
ZZPY_C51_Q901A object’, cost assignment information, etc.

Section 13: BW/BI Financial InfoCube



Accessing BW/BI Financial Reports from the HRMS Portal

BW/BI Financial reports are accessed from the HRMS Portal. Instructions for logging on to the HRMS Portal
are included in the BW/BI Self-Paced Learning Materials - Logging on to HRMS Portal section.

Welcometo Washington State's Human Resource Management Systems

HRMS FORTAL

This is a secure application and available only to
Washington State employees.

| Logon 1D * I |

| Pazssword * | |

Log on

Forgot Password
Having Trouble Logging In?

Iore ESS Information

HR Copyright June 2010

For information on logging on to the HRMS Portal, reference the BW/BI Self-Paced Learning Materials from the
Customer Support Website:

http://www.hr.wa.gov/payroll/HRMS/HRMSSupport/Pages/Businessintelligence.aspx
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Accessing BW/BI Financial Reports from the HRMS Portal

The diagram below provides a sample of the screen displayed once the user has logged on to the HRMS
Portal:

Employse Self-Service Bl Reports WEBGUI

Organization Management | Personnel Administration | LayoffData | Time Management | Payroll | Financialz HRM Performance Measurement | Grievance Reporting

Position / Personnel Master Listing
i L]
By default, the Detailed Navigation L variable Entry Click on the Financials
Organization / « Position / Personnel Master Listing category to view the list of
Management * Posflion Statistics Repor - lonth Ending _ _ BW/BI Financial reports ) o
Category is = Position Roster Available Wariants: J Sﬂ-.s| Show Variable Personalization
selected and the Portal Favorites = General Variables
Position-Personnel Wariable = Current Selection Description
Master Llstmg is * Calendar Menth Prompt _ Single Value
displayed Business Area (Optional)
Organizational Unit Hierarchy
Job - Multiple (Optionaly
Work Force Indicator (Optional)
QK || Check
once the . Illizlztrihution of Payroll and Related Costs .
Financials category Detailed Navigation T
. 3 Variable Entry
is selected, the .
. = Distribution of Payroll and Related Costs
Detailed « Monthly Position Cost Report
Navigation pane » VWho Charged Report - Summal Available Variants: « || Save || Save As... | | Delete Show Variable Personalizatio
g p ged Repo ry
will display the list :
f BW/EI I_y ial Portal Favorites c (EETEE EIEEEE
0 Tnancia Variable & Current Selection Description
reports to choose e
from . ARRA - American Recovery Reinvestment Ac
. . . i =
The Distribution of R
Payroll and Personnel Area - Select (Optional)
Payroll Area - Selection (Optionaly
Related Costs
. . Project
report is displayed -
by default Agency <4—— AFRS Agency
Sub-Agency
Organizational Unit - Selection (Optional)

Section 13: BW/BI Financial InfoCube 9



Selecting a BW/BI Financial Report

The example below shows how to select a report from the HRMS Portal.

Employee Seli-Service Bl Reports WEBGUI

Organization Management | Personnel Administration | LayoffData | Time Management | Payrol | Fimancialz | HRM Performance
3 4 4 Distribution of Payroll and Related Costs
To select the Distribution of L -
Payroll and Related Costs report: | petailed Havigation |~
X . X « Distribution of Payroll and Related Costs
1. Click the Financials category | '—immmy poston costReson
l-l n k = Who Charged Report - Summary Available Variants: ﬂ Save | Save As... | Delete |
° ~ — - - - - — - - —— " — " " """ """ """ "= ~ N
i /  General Variables
. . Portal Favorites E / \
2. Click the report name link , Variable & Current Selection e
. . . | -
from the Detailed Navigation | Appropriation |
I ARRA - American Recovery Reinvestment A« |
pane. I . |
| Budget Unit |
. : Personnel Area - Select (Optional) |
Result: A variables | Payroll Area - Selection (Optional) :
selection box will appear to | Project |
allow the user to enter | Agency |
variables (selection criteria) | Sub-Agency |
for the report: \\ Organizational Unit - Selection (Optional) //
Distribution of Payroll and Related Costs T / -
Fand| / //
e ——— - —;}—__.’:/_’ Detailed Navigation E Variable Entry // //
\\ = Distribution of Payroll and Related Costs / //
Click here to scroll Click here to show / | = Monthly Position Cost Report / //
[eft/n‘ght in the Detailed hide the Detailed | = Who Charged Report - Summary Available Variants: ﬂ Save | Save As.. | Delete | /I // Show Variable Perzonalization
Navigation pane Navigation pane | : v
|| Portal Favorites [ General Variables // ’
l l | Variable = Current Selection / // Dezcription
: Appropriation r
14w F] | ARRA - American Recovery Reinvestment Ac
Detailed Havigation [] II Budget Unit
/ Personnel Area - Select (Optional)
~ 7
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Running a BW/BI Financial Report

Variable Entry

The example below shows how to run a BW/BI

Financial report. Available Variants: ﬂ Sa-.-e| Save As.. | Delete| Show Variable Personalization
. . General Variables
To run a BW/BI Financial Re port: Variable & ErreriSee —
Appropriation
. ARRA - American Recovery Reinvestment Ac
1.  Enter variables. osaet o AFRS
Variables with an asterisk are e S Dosn Agency
o . Payroll Area - Selection (Optional)
required fields. g rd
Agency 178 DEPARTMENT OF ENTERPRISE SERVICES
Sub-Agency
Note: TO ensure vari ables are Organizational Unit - Selection (Cptional)

PROGRAN INDEX

valid, click the Check e e
button prior to running the report. Alecat Code

In Period (yyyypp) 201224
For Periad (yyyypp)
Position (Optional)

201224

o g o o

*  HRas of date (mm/dd/yyyy) [Key Date] 123172012 1203172012
T *  Number of Pay Periods 1 1
2. Click the OK button e
Biennium
to run the report. Chesk
Bl Reports
Organization Management | Perzonnel Adminigtration | LayoffData | Time Management | Payroll | Financials | HRM Performance Measurement | Griev
Distribution of Payroll and Related Costs
[{30] 4
Detailed Navigation Distribution of Payroll and Related Costs
* Distribution of Payroll and Relat Display As |Table [=] [ Information || Send || Print Version || Export to Exce! || Comments
R l_ . R l = Monthty Position Cost Report
esult: eport resutts « Who Charged Report - Summary
. * Columns
W]th SeleCted Portal Favorites = Key Figures
variables. ¥ Rows
* Biennium
« Agency Biennium%  Agency s Sub-Agency s  Organizational Unit %
= Sub-Agency 2009 300 o 30004073 EXEC MSA ADMIN SERVICES DIV
* Organizational Unit
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BW/BI Financial Report Variables

The BW/BI Financial Report Variables section provides an overview of report Variables. Variables are
report selection criteria that allow the user to narrow report results to specific values (for example,
display results for a specific Agency only).

Topics covered in this section include:

>

YV V V V

BW/BI Financial Report Variables
Selecting Multiple Variables
Deleting Variables

Personalizing Variables

Deleting Personalized Variables

Section 13: BW/BI Financial InfoCube 12



BW/BI Financial Report Variables

Variables are report selection criteria that allow the user to narrow report results to specific values. The
user may enter variables manually or click on the matchcode button to select a variable from a list.

Variables identified with an asterisk are required fields.

Variable Entry

The user may manually enter the
variable selection, or click the

Available Variants: ﬂ Sa-.-&| SaveAs...| B&Iste| Show Variable Personalization matChCOde bUtton to br]ng up a l]St to
General Variables L~ ChOOSG from.

Variable & Current Selection Description

Appropriation

ARRA - American Recovery Reinvestment Ac
Budget Unit

Perzonnel Area - Select (Optional)

Payroll Area - Selection (Optional)

Project

Agency N

Sub-Agency Select values for Personnel Area (ZS_PADP 0093) =23
Organizational Unit - Selection (Optional) / \

PROGRAM INDEX Show tool: |Single values | v| y(uw view: [AN_[=]

Org Index T Al =

o« seiectionsl Use the “Search” feature to
Maximum [1000 Refresh \ find a specific variable

Allocation Code
In Period (yyyypp)

For Period (yyyype) FIEIE ST E e | selection. Enter the variable
—LL;::“;{::W'WW} e v . value and click the “Search”
Number of Pay Periods 1 : Airway Heights Corr Cir Add » bUtton' Use an aSter1Sk (*) for
Biennium
ﬂ Check | Archaeology and Historic Pres

Select values for Personnel Area (Z5_PAOP 0003)

Attorney General

BD of Industrial Appeals
e Show tool: |Single values ﬂshnwview: Search ﬂ

Bingen Wex
Search

Enter a value for

\
|
|
|
|
!
| Americorp sar vista d remove| || wildcard searches.
i
!
|
|
i
|
|

Personnel Area: |Text ﬂ Search

Maximum | 1000

Personnel Area:

e IS 5 S o o o o S o o |

Matchcode popup list | OR

re
N

/
\

Click the desired variable
selection from the list.
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Selecti

ng Multiple Variables

The example below shows how to insert multiple variables of the same type for a report.

To select multiple variables:

1. Click the matchcode button

2. At the selection screen, select the multiple values, click the “Add” button, and then click OK.

Select values for In-Period (Z5_INPER 0003)

All

Waximum | 1000 Refresh

In-Perind Key =
i1
L

Enter a value for
In-Period:

Show tool: |Single values ﬂ Show view: Al ﬂ

Selections

oo

e BT

200604
200605
200608
200807
200608

L
IR I

Add L

& &

Variable Entry
Available Variants:

General Variables

Wariable = Current Selection De=cription
* Number of Pay Periodz 1 1

Appropriaticn

Budget Unit

Perzonnel Area - Select (Optional) 1110; 1111; 3000; 4050

Payroll Area - Selection (Optional)

J Sa-.-5| SaveAs...| Delet5|Shcw‘IariatlePerscnalizaticn

Click the “Add” button to
add the multiple selections
to the Selection pane and
click the OK button to return
to the variable screen.

gd Change Or: erjg

m s I Lit

Section 13: BW/BI Financial InfoCube

Result: Multiple variables
have been added.
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The example below shows two ways to delete a variable that was entered in error or to replace the

current variable.

To delete a variable:

Deleting Variables

1. Highlight the text of the Variable and press “Delete” on the keyboard.

General Variables
Variable &

* Murnber of Pay Pericds
Appropriation
Budget Unit

Perzonnel Area - Select (Optional)
Payroll Area - Selection (Optional)

Current Selection
1

1110; 1111, 3000; 4050

De=cription
1
Highlight Variable values and
< press the Delete key on the
_ keyboard.
LF

Project
OR
e R T
Show tool: |Single values ﬂShnwview: All ﬂ
All Selections
Maximum | 1000 Refresh |
. = . Type Description
Click the matchcode and in the [ = 20080
“Select value” box, select the [ = 20060
variables, click “Remove” and [ = 200608
“OK”. [ = 200807
|_ = 200608
| 200605
| 200808 o
| NAENT M
m Cancel

Section 13: BW/BI Financial InfoCube

Result: Variables have
been deleted

Variable Entry

A 4

Available Variants: J Eﬂ'-.‘El Save As... | Delete | Show Variable Personaliz

General Variables

Wariable = Current Selection Descy
* Mumber of Pay Periods 1 1
Appropriation
Budget Unit
Perzonnel Area - Select (Optional)
15



Personalizing Variables

Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the
user to save the variable setting they have entered.

ﬂ Personalizing a variable for one report will personalize the same variable for all other reports if that
== variable is used. For example, in the illustration below the user is personalizing the Personnel Area
(Optional) variable. Once the Personnel Area (Optional) variable has been personalized, the same
values will be used for the Personnel Area (Optional) variable when any other reports that use it are

run.

Once a variable is personalized, it is no longer displayed on the variables screen. See Removing
Personalized Variables for information on removing a personalized variable.

Variable Entry

Available Variants: J Ea-;el Saveﬁs...| DElEtEl

General Variables
Wariable =

* Calendar Month Prompt _ Single Value
Buzinesz Area (Optionaly
Perzonnel Area - Select (Optional)
Perzonnel SubArea (Optional)
Job (Optionaly
Job Class Code Old (Opticnal)
Employment Status (Optional)

0K || Check

Current Selection
pazoz

17510

31

Show Variable Personalization

Deszcription
D202

Ch

1790 Dept ofrmerprse Servees

b b O Ch

Active; Inactive

Click the “Show Variable
Personalization” link to personalize a
variable

Section 13: BW/BI Financial InfoCube
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1. Enter the Personnel
Area Variable(s).

2. Click the “Select”
button for the
variable

3. Select the “Add

Personalizing Variables

The example below shows how to Personalize the Personnel Area variable:

Available Variants: J Sa-.-e| SaveAs...| Delets|

General Variables
Variable 2 Current Selection
Calendar Month Prompt _ Single Value 082012

Busziness Area (Optional)

Hide Variable Personalization

Description
08/2012

| [ Personnel Area - Select (Dptional) 1790

1790 Dept of Enterprize Services

Perzonnel SubArea (Optional)

Job (Optional)y

Job Clags Code Old (Optional)

Employment Status (Optional) 31

selected variables to
personalized variable
list”

Result: Personnel Area is
no longer available in
the “General Variables”
selection but has been
added to the
“Personalized Variable”

section. — >

Section 13: BW/BI Financial InfoCube

o g i

Active; Inactive

Personalized Variables

|.0.dd selected wariables to personalized wariables Iisth

Wariable = Current Selection

[] show Perzenalized Variables

Description

OK || Check
Avvailable Variants: J Save | Save As.. | Delete | Hide Variable Personalization
General Variables
Wariable = Current Selection Description
Calendar Month Prompt _ Single Value 0a2012 082012
Business Area (Optional)
—
Perzonnel SubArea (Optional)
Job (Optional
Job Clazs Code Ol (Optionaly
Employment Status (Optional) 31 Active; Inactive
==
Personalized Variables
Variable = Current Selection Description
Perzonnel Area - Select (Optionaly 1780 1780 Dept of Enterprise Services
[ show Personalized Variables
0K || Check

17



Removing Personalized Variables

To remove a Personalized Variable:

1. Select a report that
contains the personalized
variable that needs to be
removed.

2. Click “Show Variable
Personalization” link.

Result: The Personnel Area
variable selection will appear.

3. Select the personalized
variable to be removed

4. Click “Remove selected
variables from
personalized variables
list”.

Section 13: BW/BI Financial InfoCube

Removing Personalized Variables

Available Variants: J Save | Save As | Delete | Show Wariable Personalization
General Variables
Wariable Current Selection De=scription
* Calendar Month Prompt _ Single Value
Business Area (Optional)
Perzonnel SubArea (Optional)
Job (Optional)
Job Clags Code Old (Optional)
Employment Status (Optional) 31 Active; Inactive
£ o] check]
Available Variants: J Save | Save AS.. | Delete | Hide “ariable Perzonalization
General Variables
Variable & Current Selection Description
* Calendar Month Prompt _ Single Value
B Businezs Area (Optional)
i Perzonnel Subsrea (Optional)
T Job {Optional)
: Job Class Code Old (Optional)
Employment Status (Oplional) 31 Active; Inactive

Personalized Variables

Variable &

jg@a

|Remu:uve selected variables From personalized variables Iisth
Current Selection Description

[ Personnel Area - Select (Optional)

1790 1780 Dept of Enterprize Services

|| Show Perzonalized Variables

0K || Check

18



Removing Personalized Variables

Available Variants: J Save | Save As... || Delete | Hide Variable Perzonalization

General Variables

Variakle o Current Selection Dezcription

® Calendar Month Prompt _ Single Value
D Business Area (Optional)
Perzonnel Area - Select (Optional) 1750 1790 Dept of Enterprise Services
B Perzonnel SubArea (Optional)
o Job (Optional)
o Job Clazz Code Old (Opticnal)
D Employment Status (Optional) 31 Active; Inactive

| IS IEN

Personalized Variables

Variakle = Current Selection Dezcription

[ ] Show Personalized Variables

Ok | Check |

Result: The Personnel Area personalized variable has been removed. The Personnel Area values will no
longer be saved and the Personnel Area variable selection will appear on all variable screens that use
the Personnel Area variable.
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Defining BW/BI Financial Report Variables

The Defining BW/BI Financial Report Variables section provides the basic steps for entering variables for

BW/BI Financial reports. BW/BI Financial reports require variable entry (selection criteria) prior to
running the reports.

Topics covered in this section include:
> Using the “HR as of date” Variable
> Defining Variables: Distribution of Payroll and Related Costs Report
> Defining Variables: Position Cost Report
> Defining Variables: Who Charged Report

Section 13: BW/BI Financial InfoCube 20



Using the “HR as of date” Variable

The “HR as of date” variable determines the “as of” date for certain employee attribute fields on the
Financial reports. The table below contains a list of employee attribute fields that are determined by the
“HR as of Date” and references the report(s) the fields are in:

Employee Attribute Field Distribution of Payroll Position Cost Who Charged
and Related Costs

Capacity Utilization Level X
Contract Type X X
Employee Group X
Employee Status X

Employee Sub Group X
Job X

Multi-fill X

Organizational Unit X X X
Payroll Area X X
Personnel Area X X
Position X X X
Salary Unit Amount X
Seniority Date X

Other fields on the Financial reports are determined by the “In Period” or “For Period” variables, if entered by the user. If an In
Period or For Period variable is not entered, other fields will include all pay periods.

Section 13: BW/BI Financial InfoCube 21



Defining Variables: Distribution of Payroll and Related Costs Report

Distribution of Payroll and Related Costs Report

To define the Distribution of TP ——
Payroll and Related Cost report
va r]ables: Available Variants: ﬂ Save | [ Save As...| [ Delete | Show Variable Personalization
General Variables
1 . Enter a Value for Selected Wariable & Current Selection Description
report variables or use the Aoprepraton |
ARRA - American Recovery Reinvestment Ac
matchcode button to | Budget Uni
. Personnel Area - Select (Optional) J
access the matchcode list e e e
to select the variables. Project Y Y
o . . n -~ 9 T T 7777 [T T~
*Flelds WIth an aSterlSk ::T:_:Y // Se\eciva\ues:rpersunm\Area (Z5_PAQP 0003] \\
gency / 1zs. ) \
are reqUired. Organizational Unit - Selection (Optienal) [/ Show tool: [Sngle vaies =] Snow view: a1 || \
PROGRAMN INDEX | = Egleckons }
Org Index I ’v‘ax‘:::nli:menm% [a] Type Description ° I
Allocation Code } E ﬂ =] Coyote Ridge Corr Center :
: oo i == |
2. Click the OK = | | e P i
For Period (yyyypp) | [ Doc-heasquarters |
bUtton ° Pesition (Optional) | % ';z:z :E“ﬁ“:“efs ad W |
* HR az of date (mm/dd/yyyy) [Key Dats] : | osns R:Z:::1 DD Field L :
*  Mumber of Pay Periods 1 | j Ez:z zz;::;sm |
: ™ |
! e |
: Personnel Area T :
. . . | - I
Result: The Distribution of Payroll and Related Cost report \ aECIE
results are displayed. . _ Sample Matchcode list for Personnel Area .~

Number of Pay Periods: Required to calculate FTEs in the report results
In Period: Represents the month/year the employee was paid in
For Period: Represents the month/year the employee was paid for
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Position Cost Report

To define the Position Cost report
variables:

1.

2.

Enter a value for selected
report variables or use the
matchcode button to
access the matchcode list
to select the variables.
*Fields with an asterisk
are required.

Click the OK
button.

\

Variable Entry

Axailable Variants:

ﬂ Sa-.-e| SaveAs...| Delete|

General Variables
Variable &
Appropriation
ARRA - American Recovery Reinvestment Ac
Budget Unit

Current Selection

Show Variable Personalization

De=cription

Perzonnel Area - Select (Optional)

Payroll Area - Selection (Optional)

Project

Agency

Sub-Agency

Organizational Unit - Selection (Optienal)

PROGRAM INDEX

Org Index

Allocation Code

In Period (yyyypp)

For Period (yyyvpp)

Po=itien (Optional)
* HR a= of date (mm/dd/yyyy) [Key Dats]
* Number of Pay Periods

Biennium

Result: The Distribution of Payroll and Related Cost report
results are displayed.

Number of Pay Periods:

Section 13: BW/BI Financial InfoCube

Required to calculate FTEs in the report results
In Period: Represents the month/year the employee was paid in
For Period: Represents the month/year the employee was paid for

~

J

Show toot |Single values | v | Show view: Al |v|

Al

Maximu

m 1000

Personnel Area Text [a]

: .
| courtof Appeals O
_

[ coyote Ridge Corr Center

Refresh

J Criminal Justice Trng Comm
[ Doc-heasquarters

J DSHS Headquarters
| DSHS Region 1

| pshs Region
J DSHS Region
| pshs Region
J DSHS Region
| DsHS Region
| pshs Reginn 3

Enter a value for
Persann:

el Area

Add ¥
4 Remove

100D Field
1Sola

2

2 DDD Field
2 Sola

Type Description

Coyote Ridge Corr Center
DOC - Headquarters
DSHS Region 1

|2][] change Order [+| 2|

- _OK|| cancel|

—

Defining Variables: Position Cost Report
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Who Charged Report

To define the Who charged report
variables:

1.

2.

Enter a value for selected
report variables or use the
matchcode button to
access the matchcode list
to select the variables.
*Fields with an asterisk
are required.

Click the OK
button.

Defining Variables: Who Charged Report

Variable Entry

Available Variants: ﬂ Sa-.-e| SaveAs...| Delete|

General Variables

Result: The Who Charged report results are displayed.

Number of Pay Periods:

Required to calculate FTEs in the report results

In Period: Represents the month/year the employee was paid in
For Period: Represents the month/year the employee was paid for

Section 13: BW/BI Financial InfoCube

Show Variable Personalization

Wariable & Current Selection De=cription
Appropriation
ARRA - American Recovery Reinvestment Ac
Budget Unit
Personnel Area - Select (Optional) J
Payroll Area - Selection (Optional) /’ S
Project / N -
o
Agency P
Su b—Agen cy // Select values for Personnel Area (Z5_PAOP 0003)
Organizational Unit - Selection (Optional) [/ Show tool: [Single values || show view: Al ||
PROGRAM INDEX | e
Maximum 1000 Refresh
Org Index | -
I Personnel Area Text 5 El
Allocation Code v
In Period ( ) : | courtof Appeals
n Fernod (wyypp [ coyote Ridge Corr Center
For Period (yyyyep) | oo
Position (Optional) | l; DSHS Headquarters (o W
DSHS Region 1
*  HA as of date (mm/ddAyyyy) [Key Date] : | 0515 Region 1 000 e L
*  Number of Pay Periods 1 | j Ez:z zz;::;sm
- - | J DSHS Region 2 DOD Field
HEITLD | | DsHS Region 2 50 E
‘ Check | ﬁ DSH‘S Rfegmn:s 8|
| nter a value for
Personnel Area:
|
|
\
\
\

Selections

[}

Type Description
| =| coyote Rigge Corr Center
J =| DOC - Headquarters
| =

DSHS Region 1

|2][] change Order [+| 2|

- _OK|| cancel|

—

/
/
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User-Defined Settings for BW/BI Financial Reports
The User-Defined Settings for BW/BI Financial Reports section provides an overview of options available
to users once they have run a BW/BI Financial report from the HRMS Portal.

User-Defined Settings allow the user to add or remove Rows or Columns, set Filters, and Sort. These
User-Defined Settings can then be saved as a Bookmark in the user’s Favorites folder from their web
browser. When the Bookmark is run from the Web Browser, the report results will be displayed with all
user-defined settings.

Topics covered in this section include:
»  Remove Drilldown
Drilldown in the Rows/Columns
Free Characteristics
Keep Filter Value

Select Filter Value

Sorting

YV V V V VY V

Bookmark (saving User-Defined settings)
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BW/BI Financial reports were designed to
provide the user with flexible reporting options.
Initial report results are large and contain many
rows and columns (Characteristics and Key
Figures). By using the Remove Drilldown option,
users have the ability to remove Characteristics
from the rows or columns of the report results.

The example uses the Distribution of Payroll and
Related Costs report to show how to remove the
AFRS Program Index Characteristic from the
report results.

To remove the AFRS Program Index from
the Report Results:

1. Right click on the AFRS Program Index
characteristic.

2.  Select “Change Drilldown ->Remove
Drilldown”.

You can also Drag&Drop the characteristic from the report results to
the Free Characteristics section to remove it from the report results.

Section 13: BW/BI Financial InfoCube

Remove Drilldown

AFRS Program Index =

2009102/
2009102/

2009102/0
200910240

Org Index =

Back
Goto
Filter
Change Drilldown

| A

-

Breadcaszt and Export

Project =
20051 02/0/Not a==igned
20091 02/0/Not a==igned

N0AM NNt assinned
Drill Dowwn By r ~

Swap AFRS Program Index with # q
|

Remove Drilldown

Swap Axes

2008102 cave View

20081110
Propertiez 3
Calculations and Translations ¥
Documents K
Zort AFRS Program Index 4

20091114081 300

2009/111/04Not assigned  2009/111/0/Not assigned 2009

* Columns

* Key Figures
¥ Rows

= Biennium

v Agency

= Sub-Agency

LT TS DO i T LT

* Free characteristics

.

« Activity
* AFRS Task
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Remove Drilldown

Result: The AFRS Program Index Characteristic has been removed from the report resulti.

Master Index = Appropriation Index & Orglindex & Project &

20059/102/0/Not as=igned 200911 02/0/970 20081 021005400 20051 02/0/Not assigned

20059111/0/Not az=igned 20051 1/04501 200f111/0/Not az=igned 200511 1/0/Not az=igned
AFRS Program Index & Org|index & Project & Appropriation Ifjdex % Org Index & Project &
2&&91@&:51 000 200p/102/0/5400 2009/102/0M 2003/102/097¢ 20094102/0/5400 2009/102/0M
2009102052000 20081 02/0/5400 2008 020N 2009/ 11404501 20 11/0/Not as=igned 2009111/

Report Results After AFRS Task Drilldown is

Report Results Before AFRS Program Index drilldown is
removed

removed

If necessary, click any column header and select Back to Start from the Context Menu to return the report results
to the original state. See the BW/BI Self-Paced Learning Materials - Report Context Menu for more information on

Back to Start.
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Drilldown in the Rows/Columns

BW/BI Financial reports were designed to provide the user with : I S —
Location of the
flexible reporting options. The Drilldown option of the report Navigation Block R
results allow the user to add Characteristics to the report oeon N
results. o [T 1T
The example below uses the Distribution of Payroll and Related - .
Costs report to show how to use Drilldown in the Rows.
To drilldown in the Rows of the report results: e
1. From the report results, right click a characteristic in © osrsnaten e
. . . * Budget Unit
the Navigation block (AFRS Task was clicked). e
= ~Contract Zuog
2. From the Context Menu, select “Change Drilldown” > e
. . . .| Back 3
“Drilldown By” > “Vertical” L ooreprs o g
Fitter 4
Bl Change Drildown Y| DrilDownBy  » [,
* Braneh  Broadcast and Export b Swap AFRS Taskwith *  Vertical
* Budget Ul g5 vigw Remove Drildown
= Business Swap Axes
= CityTowr properties *
= Contract’ Calculations and Translations *
= Cost Cenl Documents 4
= County Sort AFRS Tazk 3
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Result: The AFRS Task Characteristic is added to the rows of the report results.

Drilldown in the Rows/Columns

Organizational Unit =

AB

Fund & Master Index = Appropriation Inde

2009/300  2009M02/0/Not as=signed  2009/102/0/970

2009/415  2009M111/0/Not az=zigned 20091 11/0/501

Fund = Master Index = Appropriation Index =

2008/300  200%/102/0/Not assigned 20091 02/0/970

2009/415  200%/111/0/Not as=igned  2008/111/0/501

AFRS Task &

200911 0/102/0/500/10/Not assigned!
20091 0/102/0/500/20/Not assigned!
2009/10/102/0/500/30/Not assigned/
200%/10/102/0/500/50/Not assigned/
200%/10/102/0/500/80/Not assigned/
Resuft

20081 0M111/0M 01 0M 0/Not assigned!

AFRS Program Index =

2009M102/0/51000
2008M102/0/52000
2008/102/0/53000
2008/102/0/55000
2008/102/0/58000

20081 11/001100

Report Results Before Drilldown in Rows for AFRS Task

Section 13: BW/BI Financial InfoCube

Report Results After Drilldown in Rows for AFRS Task
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Drilldown in the Rows/Columns

The example below shows how to use Drilldown in the Columns.

* Free characterigtice
To drilldown in the Columns of the report e
results: N e :
= Appropric _.
1. From the report results, right click AFRS - Branel T e
. s L * Budget Ul oave view Remove Drilldo
Task in the Free Characteristics R o
® CityTowr  properties 4
2. Select “Change Drilldown” = ”Drill Down oy Cotuatins and Transetors >
By” - “Horizontal” for AFRS Task to add ey SOTATES T '
the Characteristic to the Columns of the Lo
* Major Group 2009/419  2009/111/0/Mot agsig
report results. P AEETETLES AB 20090415 2009/111/0/Not assig

Result: The AFRS Task Characteristic has been added to the columns of the report results.

Position 5 5
70004337 0447 0.210 540.33
00043370447 LT 23770 AFRS Task  2009M0M02/0/500/10/Not assigned! 2009110/ 02/0/500/20/Not assigned!
70004337 0447 0.100 270.16 Postion 2
70004337 0447 0.020 67.54 70004337 D447 0.210
Report Results Before Drilldown in Columns for AFRS Task Report Results After Drilldown in Columns for AFRS Task

If necessary, click any column header and select Back to Start from the Context Menu to return the report results to the
original state. See the BW/BI Self-Paced Learning Materials - Report Context Menu for more information on Back to Start.
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Characteristics are optional Characteristics that are not displayed in the report

Free Characteristics

BW/BI Financial reports were designed to provide the user with flexible reporting options. Free

results when it is initially run. Users have the option of adding Free Characteristics

to the report results at run time.

The example below shows how to add Free Characteristics to the report results.

To add a Free Characteristic to report
results:

1. From the report results, right click
the characteristic in the Free
Characteristics that you want to add
to the results.

2. Select “Change Drilldown” = “Drill
Down By” - “Vertical” to add the
characteristics to the Rows

3. Select “Change Drilldown” - “Drill
Down By” - “Horizontal” to add the
characteristic to the Columns.

Section 13: BW/BI Financial InfoCube

* Free characteristics
= Activity
= AFRS Tazk
= Appropriation
= Appropriation Back

= Appropriation

k
k
k
[

] roadcast and EXport
= Huziness are

Save View
* City/Town

F

= Contract Tym Properties
* Cost Center

* County Documents
* Division Sort Appropriation

k

Calculation= and Tranzlationz #

k
k

Swap Appropriation with #

Remowe Drilldosn
EMOVE 10

Swap Axes

Horizontal
“ertical

= Function

= Major Group
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Keep Filter Value

BW/BI Financial reports were designed to provide the user with flexible reporting options. The Keep Filter
Value context menu item allows the user to view report results for a specific value. For example, the user
may want to view report results for a specific Organizational Unit only.

The example below shows how to use the Keep Filter Value option to filter report results to include only
those records where the Organizational Unit is “AA”.

To use Keep Filter Value:

Organizational Units Fund & Master Index & Appropr
1 From the report I‘eSUltS CliCk the “AA” AB 2009/300 2009M102/0/Mot a==igned  2008/10]
° )
value in the Organizational Unit
column to open the Context Menu.
LA FONGIAIE 000/ 11/0/Mot az=igned 2009411

[
* | Keep Fiter Value
ange Urilldown ¥ Reep Fiter walue on Axis
. Broadcast and Export ¥ Fiter and Orill Down By  #
2. Select Keep Filter Value. Save View Select Fiter Value
Remove Filter Value
Properties ¥ Variable Screen
Calculations and Translationz P
Documents 4
Sort Organizational Unit k
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Keep Filter Value

Report shows values for all Organizational Unit,

To remove the “Filter Value”: but the Organizational Unit column is not in the

report results.

= Qrganizational Ui .IEE.I:k b Biennum® Agency = Sub-Agefoyw  Hund T Master Index %

= Payroll Area Cabe N 2009 2009/102 200910240 008/300 2009/102/0/Not assigned
" Personnel Areg Select Fiter Value

= Program — T O =

= Section Broadcast and Export b Jariable Screen

= Sub Activity Save View | 2009/111  2008M111J0 4009/415 2008/ 11/0/Not assigned
= Sub

. sy Right click Organizational Unit and

- Sub select “Filter” > “Remove Filter Value”.

* Sub-SUD-UGECT | DOCUOMEs F

= |Init Sort Organizational Unit 4

>

T
= Month of Service / Biennium® Agency ® Sub-Agencyfs Organizational Unit®  fund & Master Index & Appropriation Index &  AFRS Program Index &
e — — — — _/ \_ _ N 2009 2009102 2008/102/0 AB 008/300  2009/102/0/MNot assigned  2009102/0/370 2009102/0/51000

( 2009M102/0/52000

I' Organizational Unit k 20091102/0/53000

H

\= Payroll Area y 2009M102/0/55000
- - -""=-""—""""""""—"— 2008/102/0/58000
* Perzonnel Area 2009111 200911170 AA 008/415  2009/111/0/Not assigned  20091111/0/501 2009111401100
= Program
= Section
= Sub A.;ti-.r'rt:,r 2009(111/0/1300
= Sub-Object
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Select Filter Value

BW/BI Financial reports were designed to provide the user with flexible reporting options. The Select Filter
Value context menu item allows the user to select a filter value from a list of filter options.

The example below uses the Distribution of Payroll and Related Costs report to show how to use Select Filter

Value to filter on a specific
Organizational Unit

Biennium= Agency = Sub-Agency o Drgan"’"é‘;;;"'"““ Coimed & "'";‘ rindex = A
To use Select Filter Value: 2009 2009102 2008H102/0 AR | L jmzmmm assigned 2
1. From the report results, click the
Organlzatlonal Un]t COlumn header‘ Select values for Organizational Unit (OEMPLOYEE_ 0ORGUNIT)
2. Click Select Filter Value from the 2008||  Showtoo: [Smgevaues [=]show view: [M 7]
Context Menu. Al selections
Maximum | 1000 Refresh ]
3. From the Select Value screen, check Organizational Unit Text & Type  Description
AB. BTy L
Y
4. Click Add and OK. o
Result: Report results for Organizational Unit AB j = ads b
only are displayed. mr S
Biennium s Agency s Sub-Agency | Organizational Unit> |Fund & Master Index = Approprigtion Index =  AFRS Program Index =
2008 2008/102  2008M02/0 A 2008/300 2009(102/0/Not assigned  2009/102/0/970 2009/102/0/51000 ][] crange oroer [FE]
2008/102/0/52000
2009/102/0/53000 cancel| -
2009/102/0/55000 —
2009/102/0/58000
2009411 2008/11/0 AR 2008/415  2009/111/0/Not assigned  2008/111/0/501 2009/111/0/2100
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Select Filter Value

The Select Filter Value option can also be set through the Navigation Block. The example below uses
the Distribution of Payroll and Related Costs report to show how to use the Select Filter Value from the

Navigation Block.

To set or remove a filter from the report
results:

1. From the report results, click
the characteristic that you want to
remove the filter from.

2. Select “Filter” = “Remove Filter
Value”.

Section 13: BW/BI Financial InfoCube

Sub-Agency =
2009110210

2008M111/0

izatinnal lnit 2 Fund 2 Magte =
rganiz NOEX —

AB

AB

Back
Gotn

k
" 02/0/Not as=signed 2008/ 02570

T LChange origoven F
Broadcast and Export k
Save View
Properties

Calculations and Translations
Documents

v v v v

Sort Organizational Unit

Select Filter Value
Remove Filter Value

Vfariable Screen

11/0/Not as=signed  2008/111/0¢501

Approprigtion Index =
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Select Filter Value

Biennium =

2009

Agency =
2009/102

2008111

Sub-Agency =
20059M 0240

2008M111/0

Organizational Unit =

AH

Appropriation Index &

2009300 2009M102/0/Not azsigned 200901 0200570

Fund = Mazter Index =

A005/415  2008M111/0/Not as=igned 200811 1/05M1

AFRS Program Index &
20081 0240451000
20051 0200052000
200511 0200053000
20081 0240055000
20051 0200053000
2005111100100

2008111/001:300

Result: Report results for all Organizational Units are displayed.
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The Select Filter Value option can also
be used to add or remove Key Figures
from the report results.

The example below uses the
Distribution of Payroll and Related Costs
report to show how to use the Select
Filter Value option to remove selected
Key Figures from the report results.

To remove a Key Figure:

1. From the report results, click on any
Key Figure heading

2. Click the “Filter” > “Select Filer
Value”

3. Select the Key Figures that you DO
NOT what displayed in your results
and click Remove and OK.

Section 13: BW/BI Financial InfoCube

Select Filter Value

Staffi - =~

Back
—da

T LAy OTmaeeT
Broadcast and Export

Save View

¥

2

Properties

k

N. Exempts

State Higher State
Education .  Special >
¥ AC Exempt = AE
Keep Filter Value

Keep Fitter Value on Axis

Remove Filter Value

\ariable Screen

Calculations and Tranzlations #

Documentz
Sort

Show tool: |Single values ﬂ Show view: Al

All

Key Figures Text i

s

Staff Months

Per

FTE
(Average by
Period)
State
Classified
Salaries

A4

Higher
Education

Classified =
AB

State
Exempt
AL

Higher
Education
Exempt
AD

State
Special
AE

Commissioned
State Patrol
Officers

AG

State Other
Al

Higher
Education
....... te

= | Medical Aid
’7 = acswa

Commizgzioned
State Patrol
Officers

AG

Fy

Selections

Type Description E|

Out of State
= lMeals Taxable
GF-SW46

~ Pension Benefits
=| Payments
NU

Taxable Employee
= Awards
NZ-S¥W51

Settlement
= Interest
PB

TOTAL
GROSS PAY

Retirement
J = g

QAsSI

BA

| Medicare
BH e

Wedical Aid
=| Supplemental
BC-SW34

~ Industrial
= Inzurance
BC-3W35

Medical Aid &
=|  Industrial Insurance

BC ) =
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Select Filter Value

Staff Monthe = State Buy-Out .  Terminal TOTAL =~ Retirement . 0ASl. Medicare . Medical Aid & Health TOTAL . TOTALS
Classified . AS ¥ leave GROSS PAY © BB ¥ BA T BH ¥ Industrial Insurance =  Insurance = BEMEFITS ™
Salaries AT BC BD
Al
5 5 5 5 5 5 5 5 5
0.210 540.33 540.33 33.11 33.15 7.76 459 141.39 220.00 760.33
0120 337.70 337.70 20,70 2072 4.24 2.85 8633 137.49 47519
0.100 270G 27018 16.57 16.58 3.88 2258 7070 110.02 30128
0.020 67.54 67.54 414 415 0.97 0.57 17,68 2751 95.05
0.030 135.08 135.08 5.28 2.28 1.94 1.14 35.35 £4.99 190.07
0.500 4,869.50 25850 300.39 70.25 14.93 353.50 1,037.57 5907.07
0.500 2,543.00 15589 15765 35.87 1453 353.50 71885 3,261.85
0.500 2,125.00 2125.00 13026  130.65 30.56 14,23 353.50 62921 278421
0.500 E,807.82 35154 36363 85.04 13.42 353.50 117713 7,075.04
0.500 3,750.00 22888 2341 5412 13.88 353.50 88279 483279
Result: Selected Key Figures only are displayed in the report results.
If necessary, click any column header and select Back to Start from the Context Menu to return the report
results to the original state. See the BW/BI Self-Paced Learning Materials - Report Context Menu for more
information on Back to Start.
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variable values used to run the report.

Bookmark

The Bookmark context menu item allows the user to save their report settings once they have applied
filters, sorted columns or defined any other report settings. A Bookmarked report will also retain the

In the following example, the Distribution of Payroll and Related Costs report was run with user defined

settings.

To create a Bookmark to save report
settings for future use:

1. From the report results,
click any item in the
table to open the
context menu.

2. Select Broadcast and
Export ->Bookmark:

Section 13: BW/BI Financial InfoCube

Distribution of Payroll and Related Costs

Display As Table

* Columnz
* Key Figures
¥ Hows
= Biennium
= Agency
* Pay Period End Date
* In-Period
* For-Period
= Employee
* Position
¥ Free characteristics
= Activity
* AFRS Program Index
* AFRS Task
= Allocation Code
* Appropriation

ﬂ Infurmatiun| Send| Print Version | Export to Excel [ Comments

Bienninm=  Apenrv S Paw Perind Fnd Date >  In-Period =
3
gy | Dock 201022
Goto 4
Fitter r
__Change Drilldown b
Broadcast and Export 8| Broadcast E-Mail
Save View Broadcast to Portal
Froperties Y Broadcast to Printer

Calculations and Tranzlations »

Documents
Sort Biennium

Expon tog Canwr

Bookmark

T O

201022

For-Period &
201014

201015

201016
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The “Save Bookmark to Browser Favorites” is

displayed with a popup asking if you want to

allow this webpage to access your Clipboard.

If you select “Don’t allow”, the “Save
Bookmark to Browser Favorites” is

displayed with these

Save Bookmark to Browser Favorites

options:

r litay=n Expluy=y

[i
?. Clipboard?

E@ Do you want to allow this webpage to access your

If wou allow this, the webpage can access the Clipboard
and read information that vou've cuk or copied recently,

[.ﬂllow accessl [ Don't allow ]

Copy to Clipboard JJ

Bookmark

—
Save Bookmark to Browser Favorites =l E3 |

Interinet Lxplbrer x|

r{@ Do you want to allow this webpage to access your
?. Clipboard?

IF wou allow this, the webpage can access the Clipboard
and read information that wousve cut of copied recently.

’.D.IIDW access ] LDon't allou J

Copy to Clipboard JJ

Save Bookmark to Browser Favorites =E8

Would you like to add your Bookmark to the Web Browser favorites?

Or would you like to copy your Bookmark to the clipboard?

Add to Favurites" Close || it

Section 13: BW/BI Financial InfoCube
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Bookmark

If you select “Allow access”, the “Save Bookmark to Browser Favorites” is displayed

with these options:

Save Bookmark to Browser Favorites

=B

lutagyan Eeulyay

-ﬂ‘

i
?. Clipboard?

i@ Do you want to allow this webpage to access your

IF wou allows this, the webpage can access the Clipboard
and read information that vou've cuk or copied recently,

[P.Ilnw access] [ Don't allow l

Copy to Clipboard JJ

| Save Bookmark to Browser Favorites =l E

Would yvou like to add your Bookmark to the Web Browser favorites?

Or would you like to copy your Bookmark to the clipboard?

Copy to Clipboard || Add o Favorites || Close | |

Section 13: BW/BI Financial InfoCube
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Bookmark

Save Bookmark to Browser Favorites =l E3

To add the Bookmark to your
Browser Favorites:

AR T {5z | @|mark to Browser Favorites = E
lgi=y=e Bl

ri@ Do you want to allow this webpage to access your
?. Clipboard? bu like to add your Bookmark to the \Web Browser favorites?

1 . SeleCt “AllOW aCCGSS” or If wou allow this, the webpage can access the Clipboard

! . 7 ! H vou like to copy your Bookmark te the clipboard?
« ’ ’, and read information that vou've cuk or copied recently,
Don’t allow”:

2. Select “Add to Favorites”: [ Alow sccess | || pont slow |

Copy to Clipboard JJ

Add to Favur'rtﬁs| E‘.Iclse| o

T;'; ddja Favorite al
[ Add a Favorite

e
2/\{ Add thiz webpage as a favorite. To access pour
favarites, wizit the Favartes Center.

3. The “Add a Favorite”
popup is displayed:
4. Click the “Add” button

(you can change the name [
of the Favorite if needed):

Marme: BEx 'web - Distribution of Payroll and Fielated Costd

Create i 5.7 Favorites E:J M ew Faolder

sdd ||| cancsl |
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1. The Bookmark personalized report has now been
added to your Browser Favorites:

2. To generate your Bookmark report, access your
Favorites list = Select the Bookmark:

3. To delete the Bookmark, access your Favorites -
Bookmark >Right Click > Delete

Section 13: BW/BI Financial InfoCube

Bookmark

:' Tools  Help

fdd bo Favarites. ..

Organize Favorites. ..

£ | BI Suite Business Explarer

| Business Inteligence
g | Citrix

£ | DOP Service Center
€| CRS Online Services
m Emplovee Self Service
€| Inside DOP

Z7 BEx Web - Distribution of Payroll and Related Costs

| Tools  Help

Add to Favorites. ..

Organize Favorites. .,

& | BISuite Business Explarer
£ | Business Inteligence

& | Citrix

& | DOP Service Center

& | DRS Orline Services

m Emplovee Self Service

£ | Inside DOP

™ EBEx Web - Distribution of Payroll and H

Open
Prink

Send To b

uk
Copy

Create Shortcut

Renarne E

Sork by Mame
Properties
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Bookmark

Th.ls Opt.lon COpy’S a l.lnk fOf' Save Bookmark to Browser Favorites =l E3
the Bookmarked report to I =l E3
our Clipboard. P e——— -
y P [_1‘1_”3”135 Ezuliidy g‘ ke to add your Bookmark to the Web Browser favorites?
1 . SeleCt “AllOW aCCGSS"Z it ?) Do youwant to allow this webpage to access your u like to copy vour Bockmark to the clipbeard?
?. Clipboard?
2 . Select “Copy tO Cl] pboard ”: If you allow this, the webpage can access the Clipboard

and read information that vou've cuk or copied recently,

Allow access Dion't allow

Copy to Clipboard JJ

3. “Do you want to allowu.popup 2 | Copy to Cliphoard || Add to Faverites || Close |
is dlsplayed again' Select r.Ju'[eru':f':r E;{pllur'-jj' ai

“Allow access”: ) _
rl.@ Do you want to allow this webpage to access your

. . ?. Clipboard?

4. The Bookmark link is now :

If wou allovs this, the webpage can access the Clipboard

copied to your Cllpboal‘d and and read information that you've cut or copied recently.
ready to paste into a
document or email. Allow access ] ! Dan't allaw
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Bookmark

Bookmark:

https://myhrms.wa.gov/irj/servlet/prt/portal/prtroot/pcd!3aportal_content!2fcom.sap.pct!2fplatform_add_ons!2fcom.sap.ip.bi!2fi
Views!2fcom.sap.ip.bi.bex?BOOKMARK=DEGHQR5ZPOIJEUX24I11T20SY

Save Bookmark to Browser Favorites =l E3

Would you like to add your Bookmark to the Web Browser favorites?

Once you have copied your
Bookmark link to your Or would you like to copy vour Bookmark to the clipboard?
Clipboard, select “Close” to
exit the “Save Bookmark to
Browser Favorites” popup.

Copy to Clipboard || Add to Favorites | Close
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Sorting

BW/BI Financial reports were designed to provide
the user with flexible reporting options. BW/BI

. . . Biennium % Employee ¥ Cap.Utiization LviS A =
Financial Reports allow the user to Sort data using [ " ‘Back R s e T e
2009 100.00 2008111
the Context Menu. | Goto b
1 100.00 2008111
Fitter 4
sg s ' Change Drilldown 4 100.00 200811
The example below uses the Position Cost report | Broadcast and Expor , 100,00 20081111
to show how to sort the Employee Characteristic Save View 100.00 S008It
by Name rather than Key. 100.00 T
Propertiez F
] . . 100.00 2008111
R Calculationz and Tranzlationz #
To Sort the report results by Job Name: . 100,00 20091102
Sort Employee ]

Azcending by Text
v Deszcending by Text
Azcending by Key (Internal)

the Employee results to open the Context Descending by Key (Internal)

1. In the report results, click on any item in

Menu.

2. Select Sort Employee - Ascending by Text.

Biennium=| Employee = Cap.Utiization Lwvl> Agencys Sub-Agency =
Results are sorted by the Employees 2009 30000134 Aardvark. David A. 100.00 2009111 2009/111/0
last name in Ascend]’ng order 30000135 Appletree, Susie Q. 100.00 2009111 200811110
30000136 Austrailia, Robert 100.00 20080111 20081110
30000137 Buffalo, Cody 100.00 20080111 2008M111/0
30000138 Crabapple, Tanya 100.00 2000/111  2009M11/0
20000139 Dornte, Peter 100.00 2009411 2009M11/0
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Using the Goto Command

The Using the Goto Command section provides an overview of the Goto command functionality and
includes a list of BW/BI Financial reports with Goto sub reports.

Topics covered in this section include:

Using the Goto Command
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BW/BI Financial reports were designed to provide the user with flexible reporting options.

Using the Goto Command

BW/BI Financial
Reports contain sub reports that are accessible from the main report results. The Goto Command allows
the user to access sub reports from the context menu.

The example below uses the Distribution of Payroll and Related Costs report to show how to use the Goto

command to run a sub
report.

To use the Goto command:

1. From the report results, click any item
in the results (in this example, the

personnel nhumber was click).

2. Click Goto = Ordered by Employees.

335 Change Drilldown

* | Selected Org Unit ordered by Employes

¥ Selected Emploves

goo Oroadcast and Export L4 100,00
309 Save View 100.00
Perzonalize Web Application #
174 100.0:0
200 Properties b 100.0:0
458 Calculations and Tranzlations » 100.00
220 Documents 4 100.00
app Sort Employee r 100.00

Result: The “Ordered by Employee” sub report results are displayed.

Distribution of Payroll and Related Costs - Ordered by Emplo

Display As Table ﬂ Infurmatinnl Sendl Print Wersion || Export to Excel | Comments

* Columns

= Key Figures
* Rows

= Biennium

* Employee

= Position 2009

Biennium =

Employee =
000013 Doe, JaneP.

Cap.Utilization Lvl =
100.00

Posiion =  Agency =
TOO05948 20090111

Sub-Agency =
20081110

To081842
Too0s8s7
TO005801
TO005543
Too0sa30
Too05840
ToO055847

Organizational Unit 5  Fund =

AA

200590415

0376
0434
0417
0416
0394
0261
0350
0043
0083
0371
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Using the Goto Command

The table below contains a list of BW/BI Financial Reports that provide Goto sub reports.

Report Name

Goto Report

Distribution of Payroll and
Related Costs Report
ZZPY_C51_Q180

» Ordered by Employee
» Selected Org Unit Ordered by Employee
» Selected Employee

Position Cost Report
ZZPY_C51_Q450

» Employees Charged to Position

Who Charged Report
ZZPY_C51_Q901

» Who Charged Report Detail for selected Organization Index
» Who Charged Report Detail
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